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Figure 1

Figure 2

Internet Credit Card Module

This Process shows the screens for paying a filing fee via the internet, using a credit card.   This
feature allows you to defer payment until the end of the day and thereby only charge your credit
card once.  You must settle payment by 8:00pm each day.

In this scenario we are docketing a motion for relief from stay. (If you are filing a new case, the
steps are very similar, please see the end of this document for the steps.)

STEP 1 Enter “y” in the text box as shown in Figure 1 and click Next.

STEP 2 The Fee screen appears, click Next.  (See Figure 2)

STEP 3 The Modify Docket Text screen appears.  Click Next to continue.
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Figure 3

Figure 4

(See Figure 3)

STEP 4 The Final Docket Text screen appears.  Once you are certain the
docket text is correct, click Next to continue.(See Figure 4)

STEP 5 You will then see the Notice of Electronic Filing screen display
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Figure 5

with the Electronic Payment window on top of it.  The Electronic
Payment Window displays your summary of current charges.  You
may click on Pay Now or Continue Filing.  Remember, you must
pay all fees by 8:00 pm each day.  In this scenario, we will choose
Pay Now.  If you choose Continue Filing, the Electronic Payment
window will close.
(See Figure 5)

STEP 6 The Payment Collections screen appears.  Click on the down
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Figure 6

arrow next to Card Type entry box and select your card type.
Next, type in your card number.  (Do not use spaces) Then choose
your expiration date month and year.  After filling in the 
appropriate information, click Submit Payment.  (See Figure 6)

STEP 7 You will then see the screen below.  (See Figure 7)
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Figure 7

Figure 8

STEP 8 The Transaction Receipt screen displays.  The Transaction
number is your receipt number.  Click on Close Window.
(See Figure 8)



CM/ECF Attorney Training Manual   Internet Credit Card Module

Page -6-

Figure 9

Here is the only screen that is different when you file a voluntary petition.

Follow the instructions and do not enter any information in the receipt
number field. Click Next. (See Figure 9)

You will then see the Electronic Payment Window on top of the Notice of Electronic Filing,
just as in step 5. Follow steps 6 through 8 to finish the payment.
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Figure 10

Figure 11

Figure 12

The Internet Credit Card Module gives you 2 additional features under the Utilities Menu: 
Internet Payment History and Internet Payments Due
(See Figure 10)

By clicking on the Internet Payment History Report and entering a date range, you are
able to see what transactions have been charged to your credit card along with the associated
transaction receipt numbers.  (See Figures 11 and 12)
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Figure 13

If you click on the option of Internet Payments Due under the Utilities menu, you may
“settle” you account at any time.  The Electronic Payment window opens if you have any
outstanding credit card fees.  (See Figure 13)  You may then click on Pay Now and follow the
screens to settle your account.  
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